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Description of Functions
You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.
You are a valued member of the department's team. You are expected to work cooperatively with team members and others to enable the department to provide the highest level of service possible.  Your creativity and productivity are encouraged.  Your efforts to treat others fairly, honestly and with respect are important to everyone who works with you.
I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.
I have discussed with my supervisor and understand the duties of the position and have received a copy of the duty statement.
I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.
I have discussed the duties of the position with the employee and certify the duty statement is an accurate description of the essential functions of the position.
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	Core Values: The California Arts Council's mission is to advance California through arts and creativity. The four goals of the agency include 1) Building public will and resources for the arts- ensure strong support for the arts statewide among the public, elected officials, and decision makers; 2) Diversity, access and partnerships- Ensure the CAC’s work is reflective of California’s diverse populations and accessible to all; 3) Thought leadership- Establish the CAC as a leading authority and champion for the arts in California, regionally, and nationally; 4) Programs and services- Ensure programmatic excellence, effectiveness, and relevance in all of the CAC’s programs and services. Our agency mission, goals and objectives are intended to ensure that the arts are recognized, celebrated, and supported in communities across the state. The California Arts Council values diversity at all levels of the organization and is committed to fostering an environment in which employees from a variety of backgrounds, cultures, and personal experiences are welcomed and can thrive.  The CAC believes the diversity of our employees and their unique ideas inspire innovative solutions to further our mission of bringing arts and creativity to all Californians. 
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	Position Concept: Under close supervision of the Public Information Officer II in a learner capacity, the Student Assistant position is responsible for assisting in the performance of public affairs and communications duties required by the California Arts Council.
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	Enter Description of Functions: Assists with improving the CAC's variety of public affairs and communications issues by researching and making improvements, as necessary, and supporting special projects as directed. 
	Enter Work Environment, Physical Requirements: Must be able to use a computer keyboard for several hours a day. Involves sitting most of the time, with periods of high activity. Attend meetings, trainings, conferences. 
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